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ASPIRE: Lifeskills Learning Centre 

POLICY AND PROCEDURES ON 

SAFEGUARDING/CHILD PROTECTION 

 

INTRODUCTION 

ASPIRE: Lifeskills Learning Centre fully recognises the contribution it can make to 
protecting children and young people. The aim of the policy is to safeguard and promote 
our children and young people’s welfare, safety and health; by fostering an honest, open, 
caring and supportive climate. Children and young people’s welfare is of paramount 
importance. 

CHILD PROTECTION POLICY STATEMENT 

ASPIRE: Lifeskills Learning Centre will: 

 Ensure that all staff (meaning both paid staff and volunteers) understand their moral 
and contractual obligations to protect children and young people from harm, abuse and 
exploitation. 

 Ensure that all staff understand their responsibility to work to the standards and 
procedures detailed in ASPIRE: Lifeskills Learning Centre policies and procedures 
relating to the care and protection of children and young people. 

 Ensure that all policies and procedures are fairly and consistently implemented. 

 Develop best practice in relation to the recruitment of all staff. 

 Ensure that all staff understand their obligations to report care or protection concerns 
about a child or young person (or a staff member’s conduct towards a child or young 
person) to the Designated Senior Person for Child Protection. 

 The Designated Senior Person for Child Protection will have overall responsibility for 
reporting child protection issues. 

 Provide opportunities for all workers to develop their skills and knowledge, particularly 
in relation to the care and protection of children and young people. 

 Ensure that children and young people are appropriately and sensitively supported to 
express their ideas, views and concerns on a wide range of issues, including 
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protection issues. 

 Ensure that the parents/carers of children and young people are fully aware of their 
rights to express any concerns they may have about care and protection issues 
relating to their child. 

 Endeavor to keep up-to-date with national developments relating to the care and 
protection of children and young people with autism. 

 Provide all new staff with Child Protection Training within the first month of their 
employment as part of their mandatory induction training. Training will include 
information on signs and indicators of abuse as well as the process to follow where 
there is a concern that a child or young person is being abused or is at risk of abuse. 

 Ensure all staff receive annual refresher training on Child Protection. 
 

THE VULNERABILITY OF CHILDREN AND YOUNG PEOPLE WITH 

AUTISM 

The vulnerability of children and young people with autism can be increased because of: 
 

 Individuals having intimate care needs. 

 Individuals being supported by a number of carers. 

 The need to sometimes use interventions such as medication and physical restraint, 
which may be abusively applied. 

 A sense of powerlessness due to dependency on others. 

 Communication difficulties, which may make it hard to disclose, to complain or to be 
understood. 

 Difficulties with social interactions and limited life experiences, which can lead to a lack 
of awareness in relation to personal boundaries (e.g. physical, sexual and neglect); 
and of what is considered to be acceptable and unacceptable behaviour. 

 Some children and young people may display self-harm behaviours which might mask 
underlining abuse. 

 

DEFINING ABUSE 

Abuse can be categorised into the following “types‟: 

 Physical abuse – includes hitting, slapping, pushing, kicking, and inappropriate use of 
physical intervention, fabrication of illness. 

 Sexual abuse – includes rape and sexual assault or sexual acts against the child or 
young person. Sexual abuse is categorised into contact and non-contact abuse. This 
may include using or showing children or young people pornographic materials such 
as videos or photographs. 

 Sexual violence and Sexual harassment  

 Psychological (emotional) abuse – includes threats of harm or abandonment, 
deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, 
harassment, verbal abuse, isolation or withdrawal from services or supportive 
networks. 

 Neglect and acts of omission – includes ignoring medical or physical care needs, 



 3 

failure to provide access to appropriate health, social care or educational services, the 
withholding of the necessities of life, such as medication, adequate nutrition and 
heating. 

 Child Sexual Exploitation (CSE) - A form of child abuse which involves children 
receiving something in exchange for sexual activity. Perpetrators of child sexual 
exploitation are found in all parts of the country and are not restricted to particular 
ethnic groups.  

 Child Criminal Exploitation (CSE) – A form of child abuse where a child is drawn into 
criminal activities. E.G. County Lines  

 Domestic Violence/Teenage Relationship Abuse - Any incident or pattern of incidents 
of controlling, coercive, threatening behaviour, violence or abuse between those aged 
16 or over who are, or have been, intimate family partners or family members 
regardless of gender or sexuality. The abuse can encompass, but is not limited to: 
psychological, physical, sexual, financial or emotional. This can include forced 
marriage.  

 Radicalisation/Preventing Violent Extremism - The process by which an individual or 
group comes to adopt increasingly extreme political, social or religious ideals and 
aspirations that reject or undermine the status quo or reject and/or undermine 
contemporary ideas and expressions of freedom of choice. Radicalisation can be 
either violent or non-violent. Within safeguarding, preventing violent extremism (PVE), 
Prevent or Channel are the processes that work with people who have been or are at 
risk of being radicalised. Further information can be found in the Prevent Policy.  

 Female Genital Mutilation (FGM) - Involves procedures that include the partial or total 
removal of female genital organs for cultural or other non-therapeutic reasons. The 
practice is medically unnecessary, extremely painful and has serious health 
consequences, both at the time when the mutilation is carried out and in later life.  

 Bullying (including Cyberbullying) - Behaviour by an individual or group, repeated over 
time, that intentionally hurts another individual or group either physically or emotionally. 
Bullying can take many forms (for instance, cyber-bullying via text messages or the 
internet), and is often motivated by prejudice against particular groups, for example on 
grounds of race, religion, gender, sexual orientation, or because a child is adopted or 
has caring responsibilities. It might be motivated by actual differences between 
children, or perceived differences.  

 Peer on Peer Abuse – e.g. bullying, physical assaults, sexual violence/harassment, 
sexting, initiation/hazing violence. If one young person causes harm to another, this 
should not necessarily be dealt with as abuse: bullying, fighting and harassment 
between children are not generally seen as child protection issues. However, abuse is 
abuse and should never be tolerated or passed off as “banter”, “just having a 
laugh” or “part of growing up”. It may be appropriate to regard a young person’s 
behaviour as abusive if: 

1. There is a large difference in power (for example age, size, ability, development) 
between the young people concerned; or 

2. The perpetrator has repeatedly tried to harm one or more other children; or 
3. There are concerns about the intention of the alleged perpetrator. 

(Please see separate Peer on Peer Abuse policy for further details) 

 Sexting - (also known as youth produced sexual imagery) When someone sends or 
receives a sexually explicit text, image or video on their mobile phone, usually in a text.  
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 Non-Organic Failure to Thrive – of particular relevance to young children between the 
start of weaning and the fifth birthday and refers to all children who fail to reach normal 
growth and developmental milestones because of reasons other than physical and 
genetic. 

 Medication abuse – this includes the withholding of key medication or giving too much 
medication. 

 Financial or material abuse – includes theft, fraud, exploitation and pressure in relation 
to financial decisions including possessions or benefits. 

 Discriminatory abuse – includes racism, sexism and harassment because of a child’s 
disability, age, sexuality, religious belief, socio-economic status etc. 

 Institutional abuse – includes isolated or on-going incidents of poor or unsatisfactory 
care practice and/or pervasive ill treatment and gross misconduct.  Institutional abuse 
may be perpetrated through “taken for granted‟, almost unconscious, ways of doing 
things; or through organised, abusive acts which are willfully perpetrated by those in 
positions of trust and power. 

 Information – failure to adhere to the relevant guidance as outlined in the Data 
Protection Act. 

HOW ABUSE MAY COME TO LIGHT 

All staff should understand that abuse may come to light in a number of ways, usually 
through: 

 Staff raising concerns 

 The recognition of particular signs and indicators 

 A direct allegation of abuse made by a child or young person 

 A report from a third party, relating to the care and protection needs of a child or young 
person. 

 

HOW TO IDENTIFY POSSIBLE INDICATORS OF ABUSE 

The following information is not exhaustive.  Staff who are in regular contact with children 
and young people are well placed to observe and recognise outward signs of abuse or 
risk of abuse.  Whilst the nature of difficulties that people with Autism have can mean 
that they present with certain behaviours or tendencies similar to those of abuse, staff 
should not dismiss such indicators and should always share concerns regardless of 
known tendencies. Where there is a known behavior/tendency that would in normal 
circumstances be an indicator of abuse, this information should be logged in the students 
file. This does not remove responsibility and need for vigilance in recognising changes in 
behavior: and all staff have a responsibility to report observed changes.  Different types 
of abuse can manifest in particular signs and indicators. Staff must be vigilant and be 
aware of these signs in their day-to-day work. 
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POSSIBLE INDICATORS OF ABUSE: 

Physical Abuse  

 Unexplained injuries/burns  

 Untreated injuries  

 Bruises/abrasion around the face  

 Bi-lateral injuries e.g. two bruised eyes  

 Bite marks  

 Bruising abrasions to lips, cheeks, outer ear  

 Persistent illness/Report of illness 

Emotional Abuse  

 Excessive overreaction to mistakes  

 Continual self-deprecation  

 Excessive rocking, thumb sucking, hair twisting  

 Extreme compliance/aggression  

 Drug, alcohol and substance misuse  

 Significant peer relationship difficulties  

Sexual Abuse  

 Sexual awareness inappropriate to child’s age, including provocative sexual behaviour  

 Self-harm  

 Pregnancy  

 Sexually transmitted diseases  

 Sudden changes in behaviour or performance  

 Fear of undressing for sports  

 Depression/withdrawal  

 Drug, alcohol, substance abuse  

Neglect  

 Constant hunger, tiredness and/or poor personal hygiene  

 Untreated medical problems  

 Destructive tendencies  

 Social isolation  

 Poor self-esteem and/or relationship with peers  

 Excessive rocking, hair twisting, thumb sucking  

MISSING CHILDREN  

A child going missing from an education setting is a potential indicator of abuse and 
neglect. This could indicate a safeguarding concern, or the possibility of travel to a 
conflict zone, FGM OR forced marriage.  
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Staff should treat prolonged or repeated absence, or particular patterns of absence with 
no satisfactory explanation, as a potential safeguarding issue and take action accordingly 
in line with Attendance Policy and procedures withing this Safeguarding Child Protection 
Policy.  

COUNTY LINES 

This is where a child is drawn into drug related activities by criminal gangs, groups or 
individuals. A typical county lines scenario has the following components; 

 A gang establishes a network between an urban hub and county location into which 
drugs are supplied. 

 A mobile phone line is established, to which orders are placed by customers. 

 The gang exploits young or vulnerable people, to store and/or supply drugs, move 
cash and to secure the use of homes belonging to vulnerable adults (a ‘trap house’ 
and cuckooing)  

 The young/vulnerable people are exploited to regularly travel between the urban hub 
and the county, to replenish stock and to deliver cash – this may be on foot, by car or 
train. 

 Gangs use intimidation, violence and weapons, including knives, corrosives (eg acid) 
and firearms.  

There is a cross over between CSE and County Lines and young people are sometimes 
required to offer sex in order to pay off perceived debts (where drugs have been stolen 
from them for example, often by their controllers themselves)  

This policy is consistent with: 

 The legal duty to safeguard and promote the welfare of children and young people, as 
described in section 175 of the Education Act 2002 and the updated DfE guidance: 
‘Keeping Children Safe in Education - Statutory Guidance for Schools and Colleges’, 
as of 3rd September 2018 : 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachme
nt_data/file/737289/Keeping_Children_Safe_in_Education_Sept_2018.pdf 
 

 The Local Children and Young People’s Safeguarding Board (LCSB) Procedures, 
which contain the inter-agency processes, protocols and expectations for safeguarding 
children and young people. 

 

There are four main elements to our Child Protection Policy: 

 Prevention (e.g. positive support to children and young people) 

 Protection (by following agreed procedures, ensuring staff are trained and supported to 
respond appropriately and sensitively to Child Protection concerns; 

 Support (to children and young people and service staff and to children and young 
people who may have been abused); 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/737289/Keeping_Children_Safe_in_Education_Sept_2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/737289/Keeping_Children_Safe_in_Education_Sept_2018.pdf
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 Working with parents (to ensure appropriate communications and actions are 
undertaken). 

 

 

ASPIRE: LIFESKILLS LEARNING CENTRE COMMITMENT 

ASPIRE: Lifeskills Learning Centre adopts an open and accepting attitude towards 
children and young people.  As part of its responsibility, staff hope that children, young 
people and parents will feel free to talk about any concerns and will see the service as a 
safe place when there are difficulties. Children and young people’s worries and fears will 
be taken seriously; and children and young people are encouraged to seek help from 
members of staff. 

ASPIRE: Lifeskills Learning Centre will therefore: 

 Establish and maintain an ethos where children and young people feel secure, are 
encouraged to talk, and are listened to; 

 Ensure that children and young people know that there are adults in the service whom 
they can approach if they are worried or are in difficulty; 

 Include in the curriculum activities and opportunities for personal and social 
development and citizenship, which equip children and young people with the skills 
they need to stay safe from abuse; and which will help children and young people 
develop realistic attitudes to the responsibilities of adult life, particularly with regard to 
childcare and parenting skills; 

 Ensure every effort is made to establish effective working relationships with parents 
and colleagues from other agencies; 

 Operate safe recruitment procedures and make sure that all appropriate checks are 
carried out on new staff and volunteers who will work with children and young people; 
including references and DBS checks. 

 

ROLES AND RESPONSIBILITIES – GENERAL 

All adults working with or on behalf of children and young people have a responsibility to 
safeguard and promote the welfare of children and young people. This includes a 
responsibility to be alert to possible abuse and to record and report concerns to staff 
identified with child protection responsibilities within the service.  All staff are able to 
identify children who would benefit from ‘early help’. 

There are, however, key people within ASPIRE: Lifeskills Learning Centre and the Local 
Authority who have specific responsibilities. 

ROLES AND RESPONSIBILITIES OF ASPIRE: LIFESKILLS LEARNING CENTRE 

In accordance with the DCSF document ‘Safeguarding Children and Safer Recruitment 
in Education’, ASPIRE: Lifeskills Learning Centre will ensure the following: 
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 A Child Protection Policy and Procedures is in place; and the policy is made available 
to children, young people and parents on request. 

 Safe recruitment practices operate, including appropriate use of references and checks 
on new staff and volunteers. 

 There are procedures for dealing with allegations of abuse against members of staff 
and volunteers (see Appendix 2). 

 There is a senior member of the ASPIRE: Lifeskills Learning Centre’s leadership team 
who is designated to take lead responsibility for dealing with child protection (the 
“Designated Senior Person for Child Protection” – Head Teacher).  All staff understand 
the role of the DSL. 

 The Designated Senior Person for Child Protection undertakes training, in addition to 
basic child protection training, in inter-agency working that is provided by, or to 
standards agreed by, the Local Safeguarding Children and Young People Board 
(LSCB), and has refresher training at two-yearly intervals along with half termly update 
checks. 

 All staff and volunteers, who work with children and young people, undertake 
appropriate training which is kept up-to-date by refresher training at at least yearly 
intervals; and temporary staff and volunteers who work with children and young people 
are made aware of the service’s arrangements for child protection and their 
responsibilities. 

 All staff working directly with children have read Part One and Annex A of the guidance 
on Keeping Children Safe in Education September 2018. 

 Any deficiencies or weaknesses brought to the attention of ASPIRE: Lifeskills Learning 
Centre are rectified. 

 Policies and procedures are reviewed annually, and information is provided to the 
Local Authority. 

 

ROLES AND RESPONSIBILITIES OF THE ASPIRE: LIFESKILLS DIRECTORS 

The ASPIRE: Lifeskills Directors will ensure that: 

 The policies and procedures adopted by the Learning Centre are fully implemented, 
and followed by all staff; 

 Sufficient resources and time are allocated to enable the Designated Senior 
Person(s) for Child Protection and other staff to discharge their responsibilities, 
including taking part in strategy discussions and other inter-agency meetings, and 
contributing to the assessment of children and young people; 

 All staff and volunteers feel able to raise concerns about poor or unsafe practice in 
regard to children and young people; and such concerns are addressed sensitively 
and effectively in a timely manner. 

 Appropriate filters and monitoring systems are in place e.g. to monitor internet use. 

 Children are taught about safeguarding, including online, through teaching and 
learning opportunities, as part of providing a broad and balanced curriculum. 

 

ROLES AND RESPONSIBILITIES OF THE DESIGNATED SENIOR PERSON FOR 
CHILD PROTECTION 
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The role of the Designated Senior Person for Child Protection includes: 

A) PROVISION OF INFORMATION TO THE LOCAL AUTHORITY AND 
ASSOCIATED MATTERS: 

 

 Be the first point of contact with the Local Authority; 

 Provide information to the Local Authority on how ASPIRE: Lifeskills discharges its 
duties regarding Safeguarding and Child Protection (see section on Roles and 
Responsibilities of ASPIRE: Lifeskills Directors above); 

 Liaise with the Local Authority on any deficiencies brought to the attention of the 
ASPIRE: Lifeskills Directors; and how these should be rectified. 

 
 
B) REFERRALS: 

 Refer cases of suspected abuse or allegations to the relevant investigating agencies, 
involving, in particular, close liaison with the local children and young people’s social 
care office; 

 The LADO (Local Authority Designated Officer) must be contacted within one working 
day in respect of all cases in which it is alleged that a person who works with children 
has: 

1. behaved in a way that has harmed, or may have harmed a child; 
2. possibly committed a criminal offence against or related to a child; or 
3. behaved towards a child or children in a way that indicates they may pose a risk of 

harm to children. 

 The role of the LADO is set out in Working Together to Safeguard Children (2015) and 
is governed by the Authorities duties under section 11 of the Children Act 2004 and 
MKSCB Inter-Agency Policy and Procedures (Ch 2.8). This guidance outlines 
procedures for managing allegations against people who work with children who are 
paid, unpaid, volunteers, casual, agency or anyone self employed. 

 Act as a source of support, advice and expertise within ASPIRE: Lifeskills Learning 
Centre, when deciding whether to make a referral, by liaising with relevant agencies. 

 

C) TRAINING: 

 Recognise how to identify signs of abuse and when it is appropriate to make a referral; 

 Have a working knowledge of how LSCBs operate, the conduct of a child protection 
case conference, and be able to attend and contribute to these effectively when 
required to do so; 

 Ensure each member of staff has access to and understands ASPIRE: Lifeskills 
Learning Centre’s Child Protection Policy, especially new or part-time staff who may 
work with different educational establishments; 

 Ensure all staff have induction training covering child protection and are able to 
recognise and report any concerns immediately when they arise; 

 Be able to keep detailed, accurate and secure written records of referrals/concerns; 

 Obtain access to resources, and attend any relevant or refresher training courses 
every two years. 

 



 10 

D) RAISING AWARENESS:  

 Ensure ASPIRE: Lifeskills Learning Centre’s Child Protection Policy is updated and 
reviewed annually; 

 Ensure that children, young people and parents can see a copy of the Child Protection 
Policy, and that they are alerted to the policy and the fact that referrals may be made. 

 When children and young people leave the establishment, ensure their child protection 
file is passed on to the Safeguarding unit. 

 

E) RECORDS OF CONCERNS AND COMPLAINTS: 

 Maintain and monitor child protection records, including monitoring and acting upon 
individual and patterns of concerns or complaints, in accordance with the section on 
“Records and Monitoring” below. 

F) LOCAL SAFEGUARDING CHILDREN AND YOUNG PEOPLE BOARD (LSCB) 
PROCEDURES, LOCAL AUTHORITY SAFEGUARDING POLICY AND OTHER 
RELATED LOCAL AND NATIONAL DOCUMENTS: 

 Maintain these in good order, e.g. according to any updates issued; 

 Ensure that relevant staff are aware that these procedures are also available on the 
LSCB website: http://lrsb.org.uk   

 

RECORDS AND MONITORING 

Well-kept records are essential to good child protection practice. All staff are clear about 
the need to record and report concerns about a child or children and young people within 
ASPIRE: Lifeskills Learning Centre. The Designated Senior Person for Child Protection 
is responsible for such records and for deciding at what point these records should be 
passed over to other agencies. 

Records relating to actual or alleged abuse or neglect are stored separately to normal 
records. 

Child protection records are stored securely, with access confined to specific staff, i.e. 
the Designated Senior Person (s) for Child Protection. Records are kept for all time. 

Child protection records are reviewed regularly to check whether any action or updating 
is needed. This includes monitoring patterns of complaints or concerns about any 
individuals and ensuring these are acted upon. 

SUPPORTING CHILDREN AND YOUNG PEOPLE AT RISK 

ASPIRE: Lifeskills Learning Centre recognises that children and young people who are 
abused or who witness violence may find it difficult to develop a sense of self-worth and 
view the world in a positive way. We will seek to provide such children and young people 
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with the necessary support and to build their self-esteem and confidence. ASPIRE: 
Lifeskills Learning Centre will endeavour to support the students through: 

 Pastoral support 

 The content of the curriculum 

 The Lifeskills Learning Centre ethos which promotes a positive, supportive and secure 
environment and gives students a sense of being valued 

 The Lifeskills Learning Centre Behaviour Policy which is aimed at supporting students 
in the Learning Centre. The Learning Centre will ensure that the student knows that 
some behaviour is unacceptable, but that they are valued and not to be blamed for any 
abuse which has occurred 

 Liaison with other agencies supporting the students, such as Children’s Social Care, 
Child and Adolescent Mental Health Service; and Educational Psychology Service; and, 
where appropriate, initiate and/or contribute to a CAF and Team Around the Child 
(TAC) meetings. 

 
In order to create a culture of safety in the ASPIRE: Lifeskills Learning Centre, we 
will ensure that safeguarding is a standing item on all meetings’ agendas. 
 

SUPPORT FOR STAFF 

Staff, as part of their duty to safeguard and promote the welfare of Children and Young 
People, may hear information, either from the child/young person as part of a disclosure, 
or from another adult, that will be emotionally upsetting. 

Where a member of staff is emotionally disturbed as a result of dealing with a child 
protection concern, he/she should in the first instance speak to the Designated Senior 
Person for Child Protection about the support he/she requires. 

The Designated Senior Person for Child Protection should seek to arrange support for 
the member of staff via the Employee Welfare Service. Alternatively, the Designated 
Senior Person for Child Protection can refer the member of staff to Victim Support, a 
national charity which helps people affected by crime and which provides free and 
confidential support. 

OTHER RELEVANT POLICIES 

ASPIRE: Lifeskills legal responsibility for safeguarding the welfare of children and young 
people goes beyond pure child protection. The duty is now to ensure that safeguarding 
permeates all activities and functions. This policy therefore compliments and supports a 
range of other policies, including: 

 Anti Bullying Policy 

 Peer on Peer Abuse Policy and Procedures 

 Behavior Management 

 First Aid Policy 

 Health and Safety 
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 Equal Opportunities 

 Whistleblowing Policy 

 Trips and Visits 

 Lone working policy 

 E-safety Policy 

 Prevent Policy 
 

The above list is not exhaustive but when undertaking development or planning of any 
kind ASPIRE: Lifeskills Learning Centre needs to consider safeguarding aspects. 

CHILD PROTECTION POLICY UPDATES 

ASPIRE: Lifeskills Learning Centre recognises and takes seriously our duty towards 
FGM.  

The Female Genital Mutilation Act was amended by section 73 of the Serious Crime Act 
2015 to include FGM Protection Orders. An FGM Protection Order is a civil measure 
which can be applied for through a family court. The FGM Protection Order offers the 
means of protecting actual or potential victims from FGM under the civil law. 

Under the updated guidance from the DfE in “Keeping Children Safe in Education”, as of 
3rd September 2018 (pg11): 
‘If a teacher, in the course of their work in the profession, discovers that an act of 
Female Genital Mutilation appears to have been carried out on a girl under the age of 18 
the teacher must report this to the police’.  
 
ASPIRE: Lifeskills Learning Centre recognises and takes seriously our duty towards 
‘honour-based’ violence (HBV). 
 
HBV encompasses crimes which have been committed to protect or defend the honour 
of the family and/or the community, including FGM, forced marriage, and practices such 
as breast ironing.  All forms of HBV are abuse and shall be handled and escalated as 
such. 
 
Guidance on the potential indicators that a child may be at risk of HBV can be found on 
pages 38-41 of The Multi Agency Statutory Guidance on FGM. 
 
If staff have a concern regarding a child that might be at risk of HBV, they should activate 
local safeguarding procedures, using existing national and local protocols for multi-
agency liaison with police and children’s social care. 
 

COMPLAINTS CONCERNS EXPRESSED BY CHILDREN AND YOUNG PEOPLE 

ASPIRE: Lifeskills Learning Centre recognises that listening to children and young 
people is an important and essential part of safeguarding them against abuse and 
neglect. To this end any expression of dissatisfaction or disquiet in relation to an 
individual child/young person will be listened to and acted upon in order to safeguard 
his/her welfare. We will also seek to ensure that the individual child/young person who 
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makes a complaint is informed not only about the action ASPIRE: Lifesills Learning 
Centre will take, but also the length of time that will be required to resolve the complaint. 
ASPIRE: Lifeskills Learning Centre will also endeavour to keep the child/young person 
regularly informed as to the progress of his/her complaint. 

 

RECRUITMENT AND SELECTION OF STAFF 

ASPIRE: Lifeskills Learning Centre recruitment processes conform to the updated DfE 
guidance: ‘Keeping Children Safe in Education - Statutory Guidance for Schools and 
Colleges’, as of 3rd September 2018.  If ASPIRE: Lifeskills Learning Centre is asked to 
provide references for a member of staff about whom there have been concerns about 
child protection/inappropriate conduct, then advice will be sought from the Safeguarding 
Unit Service. Gaps in an applicant’s employment history will be followed up and also if 
the applicant’s last service is not given as a point for references. 

 

POLICY REVIEW STATEMENT 

This policy will be reviewed every year or earlier should legislative change or other event 
require it. 

 

SIGNED:…  
 
POSITION:………..…DIRECTOR 
 
DATE:……………1st August 2018 
 
REVIEW DATE:…1st August 2019 
 
FOR & ON BEHALF OF 
 
ASPIRE: Lifeskills 
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APPENDIX 1 

PROCEDURE TO FOLLOW IN CASES OF POSSIBLE, ALLEGED OR 
SUSPECTED ABUSE, OR SERIOUS CAUSE FOR CONCERN ABOUT A 
CHILD 

CONTENTS 

A General 

B Individual Staff/Volunteers/Other Adults - main procedural steps 

C Designated Senior Person for Child Protection – main procedural steps 

A. GENERAL 

1) The Local Safeguarding Children and Young People Board’s Procedures contain the 
inter-agency processes, protocols and expectations for safeguarding children and young 
people. (Available on LSCB website http://lrsb.org.uk): The Designated Senior Person 
(DSP) for Child Protection is expected to be familiar with these, particularly referral 
processes. 

2) It is important that all parties act swiftly and avoid delays. 

3) Any person may seek advice and guidance from the Safeguarding Unit Service and/or 
local children and young people’s social care officers, particularly if there is doubt about 
how to proceed. Any adult, whatever their role, can take action in his/her own right to 
ensure that an allegation or concern is investigated; and can report to the investigating 
agencies. 

4) Written records, dated and attributed, must be made to what has been alleged, notices 
and reported; and kept securely and confidentially. 

5) In many cases of concern there will be an expectation that there have already been 
positive steps taken to work with parents and relevant parties to help alleviate the 
concerns and effect an improvement for the child. This is appropriate where it is thought 
a child may be in need in some way, and require assessment to see whether additional 
support and services are required. An example might be where it is suspected a child 
may be the subject of neglect. In most cases the parents’ knowledge and consent to the 
referral are expected, unless there is reason for this not being in the child’s interest. 
However, there will be circumstances when informing the parent/carer of a referral might 
put the child at risk, and an individual case’s advice from the children and young people’s 
social care will need to be taken. 

http://lrsb.org.uk/
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B. INDIVIDUAL STAFF/VOLUNTEERS/OTHER ADULTS – MAIN PROCEDURAL 
STEPS 

1) When a child makes a disclosure, or when concerns are received from other sources, 
do not investigate, ask leading questions, examine children and young people, or 
promise confidentiality. Children and young people making disclosures should be 
reassured and if possible at this stage should be informed what action will be taken next. 

2) As soon as possible write a dated and timed note of what has been disclosed or 
noticed, said or done using the Safeguarding Children – Cause For Concern / Existing 
Injury / Incident Form. 

3) Report to the Designated Senior person for Child Protection (Head Teacher), even if 
the concern involves the conduct of a member of staff or volunteer, a visitor, a trainee or 
another young person or child. Pass on the written record. 

4) If this has not already been done, inform the child/young person (or other party who 
has raised the concern) what action you have taken. 

5) If a teacher, in the course of their work in the profession, discovers that an act of Female 
Genital Mutilation appears to have been carried out on a girl under the age of 18 the teacher 
must report this to the police.  
 

 

C. DESIGNATED SENIOR PERSON FOR CHILD PROTECTION – MAIN 
PROCEDURAL STEPS 

1) Begin a case file which will hold a record of communications and actions in a coherent 
order, to be stored securely (see Section on Records and Monitoring). 

2) Where initial enquiries do not justify a referral to the investigating agencies, inform the 
initiating adult and monitor the situation. If in doubt, seek advice from the Safeguarding 
Unit Service or children and young people’s social care. 

3) Where the initial information reveals a cause for concern about a child in need (s17, 
Children and Young People Act 1989) and a decision has been made to refer the 
child/young person to children and young people’s social care, the Inter-agency Referral 
Proforma must be completed. Alternatively, if the initial information reveals a cause for 
concern that equates to child protection (s47, Children and Young People Act 1989), 
contact must be made immediately with children and young people’s social care, and 
then the Inter-agency Referral Proforma completed within 24 hours. 
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4) Make the necessary communications with the local children and young people’s social 
care office. 

5) If the concern is about children and young people using sexually abusive behaviour, 
refer to the separate guidance. (The contact is the Child Protection Development 
Officer.) 

6) If it appears that urgent medical attention is required arrange for the child to be taken 
to hospital (normally this means calling an ambulance) accompanied by a member of 
staff who must inform medical staff that non-accidental injury is suspected. Parents must 
be informed that the child has been taken to hospital. 

7) Exceptional circumstances: If it is feared that the child might be at immediate risk on 
leaving the service, take advice from children and young people’s social care (for 
instance about difficulties if the service day has ended, or on whether to contact the 
police). Remain with the child/young person until the Social Worker takes responsibility. 
If in these circumstances a parent arrives to collect the child, the member of staff has no 
right to withhold the child. If there are clear signs of physical risk or threat, children and 
young people’s social care should be updated and the Police should be contacted 
immediately.  
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APPENDIX 2 

PROCESS FOR DEALING WITH ALLEGATIONS AGAINST STAFF 
(INCLUDING HEAD TEACHER) AND VOLUNTEERS  

These procedures include descriptions of action undertaken by the Learning Centre, the 
Local Authority and the Police. 

These procedures should be followed in all cases in which there is an allegation or 
suspicion that a person working with children and young people has: 

 Behaved in a way that has harmed a child, or may have harmed a child; 

 Possibly committed a criminal offence against or related to a child; or 

 Otherwise behaved towards a child or children and young people in a way that 
indicates s/he is unsuitable to work with children and young people. 

 
Relevant documents: 

• DCSF Safeguarding Children and Safer Recruitment in Education Jan 2007 

• LSCB Procedures Chapter 13 
 

 

1) INDIVIDUAL STAFF/VOLUNTEERS/OTHER ADULTS: 

i. Write a dated and timed note of what has been disclosed or noticed, said or done. 

ii. Report immediately to the Designated Senior Person for Child Protection 

iii. Pass on the written record. 

iv. If the allegation concerns the conduct of the Designated Senior Person for Child 
Protection report immediately to another ASPIRE: Lifeskills Director or directly to the 
Safeguarding Unit and pass on the written record. 

 

2) DESIGNATED SENIOR PERSON FOR CHILD PROTECTION: 

i. If there is no written record, write a dated and timed note of what has been disclosed or 
noticed, said or done. 

ii. Notify the Safeguarding Unit and the LADO (Local Authority Designated Officer) on the 
same day – see contact list at end of policy. 
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iii. The Designated Senior Person for Child Protection may be asked to clarify details or 
the circumstances of the allegation, but this must not amount to an investigation. 

iv. Copies of the documents concerning the allegation must be sent to the Safeguarding 
Unit on the same day. 

v. Report to children and young people’s social care in relevant cases, on Safeguarding 
Unit advice. 

vi. Ongoing involvement in cases: liaison with the Safeguarding Unit and co-operation 
with the investigating agencies enquiries as appropriate; consideration of employment 
issues and possible disciplinary action where the investigating agencies take no further 
action. 

 

3) ASPIRE: LIFESKILLS DIRECTOR (ONLY RELEVANT IN THE CASE OF AN 
ALLEGATION AGAINST THE DESIGNATED SENIOR PERSON FOR CHILD 
PROTECTION): 

i. If there is no written record, write a dated and timed note of what has been disclosed or 
noticed, said or done. 

ii. Notify the Safeguarding unit on the same day. 

iii. The ASPIRE: Lifeskills Director may be asked to clarify details or the circumstances of 
the allegation, but this must not amount to an investigation. 

iv. Copies of the documents concerning the allegation must be sent to the Safeguarding 
Unit Service on the same day. 

v. Report to children and young people’s social care in relevant cases, on Safeguarding 
Unit Service advice; in cases concerning Designated Senior Person for Child Protection, 
the report to children and young people’s social care is sometimes undertaken by the 
Safeguarding unit on behalf of the Chair of Service, following discussion. 

vi. Ongoing involvement in cases: liaison with the Safeguarding Unit and co-operation 
with the investigating agencies enquiries as appropriate; consideration of employment 
issues and possible disciplinary action where the investigating agencies take no further 
action. 

 

4) SAFEGUARDING UNIT SERVICE: 

i. Identifies an officer to liaise further with the Designated Senior Person for Child 
Protection or (if allegation concerns the Designated Senior Person for Child Protection), 
in consultation with another ASPIRE: Lifeskills Director and provides advice on how to 
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proceed. 

ii. Monitors cases through its Casework Monitoring Group 

iii. Keeps written records. 

iv. Liaises with Children and Young people’s Social Care and the Police in relevant cases. 

v. Makes summary reports to the DCSF on request on the number and sorts of 
allegations which have occurred. 

 

5) INITIAL ACTION (CHILDREN AND YOUNG PEOPLE’S SERVICE): USUALLY 
SAME DAY OR NEXT DAY IF KEY STAFF ARE NOT IMMEDIATELY AVAILABLE 

Discussion involving a senior officer and representatives of the Safeguarding unit HR 
and the Child Protection and Review Unit. 

This is to: 

 Share what information is available, both from the source of the allegation and also 
from the Personnel and Child Protection files 

 Identify what other information might be needed 

 Come to a view on the seriousness of the allegation 

 Consider whether the alleged perpetrator should continue working or remain in contact 
with children and young people 

 Consider whether suspension is appropriate advice to the service on this aspect 

 Decide what information and/or advice is to be given to the Designated Senior Person 
for Child Protection  (or other ASPIRE: Lifeskills Director if the allegation is about the 
Designated Senior Person for Child Protection), including whether the member of staff 
should be informed of the allegation at this stage decide what action is needed, and 
who needs to be involved and informed. 

 
 

6) INITIAL ACTION AND DISCUSSIONS (INTER-AGENCY): 

The Safeguarding unit Service will have initial discussions with Children and Young 
People’s Social Care and, if necessary, the Police; usually within 2 working days. The 
purpose of these discussions is to consider the allegation alongside any knowledge of 
the member of staff and/or the child, and decide how to proceed. Included in these 
discussions is further consideration of whether or not the member of staff should remain 
in post and to what extent s/he should be informed of the allegation. 
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7) STRATEGY MEETING: 

If the parties involved in these discussions consider it necessary, a Strategy Meeting is 
arranged, usually by children and young people’s social care, involving representatives 
from the Safeguarding unit Service, the Police and the service (e.g. Principal Youth 
Officer or Assistant Director, Strategic Initiatives if the allegation is about the Designated 
Senior Person for Child Protection). 

 

8) FROM THE ABOVE DISCUSSIONS, THERE ARE THREE POSSIBLE COURSES 
OF ACTION: 

 It may be the subject of a Police and/or joint Police and children and young people’s 
social care investigation and possible action through the courts (see 10 & 11 below); or 

 it may be the subject of a disciplinary investigation (see 12 below); or 

 The matter may be remitted to the Learning Centre to be dealt with (see 13 below) 

If children and young people’s social care and the Police decide to take no action 
ASPIRE: Lifeskills Learning Centre will generally still need to consider further 
investigation. 

 

9) CASE SUBJECT TO POLICE INVESTIGATION 

If the initial action discussions and/or Strategy Meeting conclude that a Police or 
Police/children and young people’s social care investigation is required, the DCSF 
expects that the Police will: 

i. Consider whether to consult the CPS about the evidence that will need to be obtained 
in order to charge the person with an offence without delay; 

ii. Consult the CPS if the person has not been charged, to consider whether to proceed 
with the investigation or refer the case back to the employer; (The DCSF expects that 
where possible a review date should be set no later than 4 weeks after the initial action 
meeting, with subsequent reviews at least every 4 weeks.) 

iii. If the decision is not to prosecute or caution the individual, the Police will pass all 
relevant and appropriate information they have to the Safeguarding unit Service, if 
practicable, usually within 3 working days. Sections 11 & 12 below then apply. 

 

10) IF THE CASE COMES TO TRIAL, THE CROWN PROSECUTION SERVICE IS 
RESPONSIBLE FOR THE TIMESCALES, BUT THE DCSF EXPECTS THAT: 

i. If the person is charged with an offence, the case will be scheduled to be heard as 
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soon as possible. 

ii. Immediately after a trial the Police will provide a report to the education services and in 
the case of an acquittal will provide all relevant information they have. 

Further Local Authority action: 

The Casework Monitoring Group will then: 

 Share what information is available from the Police 

 Identify what other information might be needed 

 Come to a view on what advice should be given to the Learning Centre regarding a 
course of action 

 Consider again whether the alleged perpetrator should be in post 

 Pass the case to the Personnel Unit to contact the Learning Centre. 
 

 

11) WHERE THE MATTER IS REMITTED TO ASPIRE: LIFESKILLS TO RESOLVE 
APPROPRIATE ACTION:  

It is expected that initial action will be taken usually within 3 working days. 

 

12) WHERE A DISCIPLINARY INVESTIGATION IS REQUIRED: 

ASPIRE: Lifeskills Learning Centre will arrange for an investigation to be conducted by a 
person independent of the Learning Centre. An investigating officer should aim to 
provide a report within 10 working days. If possible a disciplinary hearing should be held 
within a further 15 working days. 

 

13) GENERAL 

Monitoring casework - Allegations against staff and volunteers will be monitored in the 
Local Authority through the regular casework monitoring meeting chaired by the 
Assistant Director of the Children and Young People’s Service. 

Records - All records and documents about individual allegations against staff and 
volunteers are kept securely in the Safeguarding unit, separate from normal staff and 
child records, and with access limited to officers who may be key workers for cases. 

Transfer of records - Where there have been concerns about a member of staff and 
he/she leaves to work elsewhere, the Casework Monitoring Group will consider the 
question of passing the concerns to the new employer/authority. 
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Reporting to the DCSF - For each allegation, a DCSF form must be completed by the 
Safeguarding unit and submitted to the DCSF at the end of the academic year 
(anonymised data). (Process under review by DCSF) 

If on the conclusion of a case the service ceases to use the person’s services, or other 
the person ceases to provide his/her services, ASPIRE: Lifeskills Learning Centre should 
consult the local authority about whether a referral to the DCSF is required. 

Contacts and support for staff who are the subject of allegations - Where allegations are 
made against staff or volunteers, the identified officer in the Safeguarding Unit is the first 
contact point for the person concerned and his/her representative(s). 

The DCSF has included in its guidance the protection of Children and Young People and 
students in workplace placements and the local authority will consider issuing its own 
guidance on this in due course. 
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APPENDIX 3 

INFORMATION FOR PARENTS/CARERS 

ASPIRE: Lifeskills Learning Centre feels it is of the utmost importance to have good 
systems for protecting children and young people and safeguarding their welfare, 
throughout all the activities which the Learning Centre undertakes. This means that staff 
and volunteers must be alert to possible concerns about every young person, and to 
report these in a proper fashion. ASPIRE: Lifeskills Learning Centre has a Safeguarding 
and Child Protection Policy: parents are able to request a copy of this. 

It is important for parents to be aware that: 

 Staff and volunteers in the service have a duty to report concerns about a child, 
whether this means the child may be in need of additional support or help of some kind 
or whether it is thought that a child may have been abused or be at risk of abuse. 

 There are four main categories of abuse: physical, sexual, emotional, neglect. 

 In some cases the Learning Centre is obliged to refer children and young people to 
children and young people’s social care staff, for children and young people to be 
assessed for their needs; or if an investigation into possible child abuse is required. In 
many cases there will already have been discussions between Learning Centre staff 
and the parents of the child, and the situation and concerns will not be a surprise to the 
parents. However, parents may not be told that the Learning Centre has referred their 
child to children and young people’s social care if it is thought that this might put the 
child at risk. 

 Children and young people’s social care tries to carry out its enquiries in a sensitive 
fashion. It has to gather information; and generally it can be open with parents about 
the steps being taken. 

 If you think your child may have been abused you can contact the Children and Young 
People’s Social Care office or the Local Authority’s Safeguarding Unit Service direct. If 
you think the abuse may have happened at ASPIRE: Lifeskills Learning Centre, 
contact the Designated Senior Person for Child Protection (Head Teacher). If you think 
your child has been hurt, arrange to visit your doctor. Comfort and reassure your child. 

 If ASPIRE: Lifeskills Learning Centre staff need to express concerns about a child or 
refer a child to children and young people’s social care, it is understood that this can 
cause distress or anger for the child’s parents. It is important that all parties – parents 
and ASPIRE: Lifeskills Learning Centre staff – try to discuss these matters as calmly 
and sensibly as possible. 

 
For parents’ enquiries please contact:  

Designated Senior Person for Child Protection (Vivienne Boulton)  

Deputy Designated Senior Person for Child Protection (Steven Parkinson)  

Deputy Designated Senior Person for Child Protection (John Furborough)  

ASPIRE: Lifeskills,183 Conway Drive, Shepshed, Leicestershire, LE12 9PN   

Email: aspirelifeskills@hotmail.co.uk 

mailto:aspirelifeskills@hotmail.co.uk
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Safeguarding Contacts. 

 

Online Referral Form (all other first response referrals) 

http://lrsb.org.uk/childreport    

Email  childrensduty@leics.gov.uk  

Address First Response Children’s Duty 

  Room 100B, Pen Lloyd Building, County Hall, Glenfield, LE3 8RA 

 

First Response Professionals Consultation Line 0116 305 5500 

Supporting Leicestershire Families (SLF)   0116 305 2611   

CSE Consultation Line     0116 305 9521 
 
Early Help Queries and consultation line  0116 305 8727 
Email: earlyhelpreferrals@leics.gov.uk  

First Response – Service Manager (interim)  

Kay Fletcher  kay.fletcher@leics.gov.uk  0116 305 6015 

Allegations Manager/LADO 

Mark Goddard (Karen Browne)    0116 305 7597 

Safeguarding Development Officers  

Ann Prideaux ann.prideaux@leics.gov.uk  0116 305 7317 

Simon Genders simon.gender@leics.gov.uk            0116 305 7750 

CHANNEL referral (extremism/radicalization)           101 

Prevent Engagement Team         prevent.team@leicestershire.pnn.police.uk 

CAMHS Advisory Service for Professionals  0116 295 5048(8.30-3pm) 

LEPS (Leics Ed Psychology Service)   0116 305 5100 

United Against Violence and Abuse Helpline 0808 802 0028 
(UAVA)  

(UAVA) Professionals Advice & Referrals  0116 255 0004 

NSPCC Whistleblowing helpline   0800 028 0285 

http://lrsb.org.uk/childreport
mailto:childrensduty@leics.gov.uk
mailto:earlyhelpreferrals@leics.gov.uk
mailto:kay.fletcher@leics.gov.uk
mailto:simon.gender@leics.gov.uk
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